To,                                                                                                               Date: 

Sub: Promotion as “desigantion”
Dear ____________,

I am delighted to inform you of your promotion to the position of ‘promoted designation’, effective from “Date”. Congratulations!

Salary and other benefits are same as applicable to “promoted designation”.
	Present Designation
	Present Gross salary 
	Promoted designation
	Revised Gross salary  w.e.f ________

	
	
	
	


We are sure you will make best use of the opportunity offered to you and contribute substantially to the success of our organization as you have done in the past and fully justify the confidence placed in you by the management.

Wishing you all the best.

Yours faithfully,

HR Manager
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